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U.S. DEPARTMENT OF COMMERCE
NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION

NOAA COMMISSIONED OFFICER BILLET DESCRIPTION

TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC

THRU (Liaison Officer):

BILLET TITLE: BILLET #: 7010

Special Assistant to the NOS AA

FROM: Dr. Nancy Foster
ROUTING CODE:

ADDRESS:

1305 East West Hwy

SSMC#4, Rm. 13632

Silver Spring, MD 20910-3281

PHONE NUMBER:

RANK REQUESTED: (0-2. 0-3, 0-4, etc.) 0-5/0-6

GS/GM EQUIVALENT:

(This block to be completed by liaison officer) ‘
IS THIS A NEW BILLET: | YES | | NO

BILLET PRIORITY:  []A, B, [Jc. []R

IMMEDIATE SUPERVISOR: TITLE:
Dr. Nancy Foster

PHONE NUMBER:

EDUCATIONAL REQUIREMENTS:

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...)

1. GENERAL DESCRIPTION OF BILLET:

This position is that of Senior Policy Advisor, Office of the Assistant Administrator, National Ocean Service. The incumbent
participates fully with the AA and the Deputy AA in the leadership and management responsibilities of the agency. The
incumbent shares full responsibility with the AA for all function's of the agency including planning, formulating, adopting, and
executing policies, objectives and goals relating to present and future operations. In the absence of the AA and the DAA,
incumbent has full delegated responsibility to direct the agency, and act on any matters within the jurisdiction of the AA.

2. DUTIES AND RESPONSIBILITIES:
a. Is this a supervisory billet? |:| YES |:| NO

b. If so, state number and grade of personnel supervised. Number:

Grade(s):

The incumbent is an integral part of he NOS management team and interacts directly with the AA and the Deputy AA for the
NOS. The incumbent serves as a focal point within NOS for overall programmatic information and recommendations on the
direction of navigation and coastal programs in NOS. One provides leadership and policy guidance; participates in the
review, analysis, and evaluation of NOS programs; is responsible for the management, coordination, and planning for all
administrative, financial and budget activities; and represents NOS within NOAA, with other government agencies and
Congressional leaders on matters relating to policy, budget and administration.

Return to Billet Description List
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3. CAREER DEVELOPMENT OPPORTUNITIES:

4. ADDITIONAL COMMENTS:

SIGNATURE OF SUPERVISOR:

DATE:
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